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Oﬂice Memomndum e UNITED STATES GOVERNMENT

TO : Unief, Services Division DATB: 7 kuy 1250

FROM  : i Ling Chief, Supply Branch

SUBJECT: ;i nthly Heport - Aprdil 195C

1. In conjunction with Chief, General Services Branch, appro- 25X1A6a
rriate action has been taken to renovate the third floor of the}h
Buiiding for cccupancy by personnel of the Communications Division.

Hotification will be forwarded your office when the space 1 available

T i)(?(’:upﬂnf!}’.

Ze & complete 1list of all agency vehicles and accessories in-
elalled therein has been forwarded to the Audit Group, Services Mvision
for reconciliation.

2. ‘“he following propesed procedures have been forwarded Lo your
s¥ffice during the past month,

2z, Services Obtainable Through PBS For Field Offices"
Silch will ultimately be incorporated in the CIA agency manu=sl,

b, "Procedures For Requisitioning, Procuring, Receiving

i Payment For Books Required by CIA Library" as recommended
1:@’ tae A3 Hoe Cormittes’ zovering book acquisitions, This pro-
sadure will be discussed with representatives of the Fiseal
=i Library Divisions at s meeting to be held in your office
on 2 May 1950,

¢. "Disposal of Obsolete end Excess Library Material'; to
re discussed with representatives of Librery Division at a meet-
ing o be held in your office on 2 May 1950,

ti.wwi

1., "Inspection of Uncserviceable Property Prior ito Tranasfer
o Shoek" which was coordinated with the Audit Group, Services
pivision and is hresenfq in affect, This procedure has re-
L.z.s.]. ted in s substential monetary saving to the government and
g believed will further benefit the operations of the
ape and issue Seation by eliminating a number of excess
moves ol property to stock.

e, ‘"Irocedure Covering Submission of Reporis Reflecting
Monetary Value of Books Within CIA" was forwarded to Library
Pivision, The initial report reguesied imder the presnribed
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procedure will be submitted on or about the end of the present
fiscal year and will be reported each fiscal year thereafter,

4« inal approval has been granted to procure approximately 650
sypewriters for replacement of obsolete and unserviceable machines pre-
cently in use. The replacement program will be accomplished during the
ensuing month,

2. Final Aisposition, as prescribed in accordance with existing
regulations, has been taken to dispose of excess personal, real and
installed property to the Weather Bureau. Such property, which was
formerly utilized by the
iland, was iransferred on 12 April 1950,

25X1A6a

25X1A9%9a

Tam
™
o3
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Volume:

Frocurement Section

1. Requisitioms

25X1A1a

Total number receivelecscecesssscsvsesccese
Pending bids, clearances, etCecsessescscss
Held Wiﬂlout aCtion..........'..'....l....
Total number of requisitions completed....

2. Purchase Orders
Pre‘pared and i86U60seavosesevscssnsssesnse
Total amount e)fpended.-cnooo'ooooooooaccna
Printing and Binding Estimates & Petty Cas
Total expendi'b\n?es....u..................

Contract Section

1. Contracts completed
Supplytooooo00000000000000002
SeTViCBeseasossccrsscacosss O
Iﬁasecto.QOQQOIOQIC..0...‘0 o

2. Amendments to Contracts completed
Supply......’...‘.0‘..'0... 3
Serviée..‘OCI.'......O.Ql.. 1
Iease...l.....0'.....6..... 2

3. Contracts pending
Supply.th.ll.'..l..'...... O

SErvViCOscececsecesscssacsses 5
Iease‘...'.‘.......‘..'.... 1

4. Amendments to contracts pending
Supply................u... 0

SOrViCOesasosssnsscacescsss D
Iease...........’..".....' 2

5. PBS Agreements completed
Supp]-yﬂﬂﬂ“Qﬂ.....'...‘.... 1
SeTrViCOsecescsessnssssccsss O
I-'ease....."'........'0.0.. o

6, Total authorized obligations,.
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Storage and Issue Section

25X1A1a

1. Requisitions

Received during mnth.....--..-.-...-...n........

COmpleteQeeesssesscesvsoacocscossssssosssccccnsnvans

?ending.......-.........................-.......u

Office S'llppliescoo-.oc.ooo.-ooocoa
Office Equipment...........-uu..
Apcount No, 5 Medical Supply Accoun‘t..........u
Accomlt NO. 6 General SuppliGS......ou..c.'....
Aceount No. 8 - Surplus Froverty Accounbtecessssoss

Account No., 2
Apcount No, 3

2., Cargo and Domestic Shipments

E{equeStsuooco-co-cnoaoooooonto--.noonocooooooncco.
Shipments aCCOEP]-iShed...---o-o.--u---o........’.o
Total Weigh‘b Shippednooooooo'aootcooooooooo.oco.o:
Total number of cases Shippedoocooo-cc.oooeo.oooco

bad

. Miscellaneous
¥oving and relocation of equivment in CIA buildineg
Mumber of JOb OrderSscecesssscessronsescosenscne
Man<hours TeqUITedssessenssssesssascnssscasssnas

4o Identification Control Records

POStingS 10 recOrdScieceveceensroscssconsrsnscrenas
Inventories Pz‘ocessed.......o..-..................

)

. Typewriters Maintenance and Repairs

Requisitions received during month.eecesssscccsvess
Requisj.tims com‘pleted during moNtheceoceoossacans
Humber of requisitions on hBNA.eessecsnssoscessese
Overhaul and ShO'p WOTKoesossaserseosaesascancsosncas
Service callSIOIlO'I.0..0..0.000DICOQOOIIOOOOOIl..
Total number of machines rep&ired.ceesessesssssesns
EZstimated dollar value of all WOrK.eeessesosccosas

6. Furniture Repairs e rn
Service ca]_ls.lIIOODIQ.l.vb..t.'!0!0...00....'0...

‘Shop rapa::-rstﬂ...'.‘lvl!‘3....‘..‘...’:0. ?..0"....'

Estimnted dollar val‘u@.:ooboboo.ta-oo-r‘:ooo'otoooa
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